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OVERVIEW

INTRODUCTION

The Outcome Assessment Information Set (OASIS) was developed by the Centers for Medicare & Medicaid
Services (CMS) to set a standardized protocol for assessing the clinical characteristics of Home Health
Agency (HHA) patients. This information is used to better support the regulatory process and policy-making
by providing survey agencies with a mechanism for objectively measuring facility performance and quality. It
also is used to support a prospective payment system for HHAs. In addition, it provides researchers with a
rich set of information to support the development of improved standards of care through the study of patient
care outcomes.

The purpose of the OASIS National Automation Project is to provide computerized storage, access, and
analysis of the OASIS data on HHA patients across the U.S. The OASIS System consists of several
interrelated components, including data communications and an OASIS National Data Repository, and is
intended to create a standard, nationwide system for connecting HHAs to their respective State agencies for
the purpose of electronic interchange of data, reports, and other information.

To achieve these goals, CMS has sponsored the development of a data entry system known as the OASIS
Home Assessment Validation and Entry (HAVEN) System. HHAs can use HAVEN for collecting OASIS data
in a standardized format and electronically creating OASIS data records to be sent to State agencies.

NOTE:
As of OASIS version 1.30 (Reduced Burden) a number of changes to the assessments reduce the
number of OASIS items that are required to be entered for some assessment types. In particular,
assessment types 04 (Recertification) and 05 (Other Follow-Up) include primarily those items
required to calculate the HIPPS code. Furthermore, assessment types 02 and 10 have been
eliminated.
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CONVENTIONS

Standard conventions have been adopted in the HAVEN System Reference Manual to facilitate locating and
identifying desired information. These conventions and their definitions include the following:

Bolded Title Case
Title Case and ltalicized

Title Case

<CAPITALS>

Bolded

1

D
[x]
N

Windows, screen titles, program functions, variable names, and
dialog boxes (e.g., the HAVEN Patient Information screen).

Text box or list box descriptions (e.g., the Select an Employee list
box).

Menu options (e.g., the General Help menu option).

Menus, buttons, icons, and function keys (e.g., the HELP menu,
the <CANCEL> button, the <NOTES> icon, and the <T> key).

User entered data (e.g., Enter the password HAVEN).

Information Symbol. This symbol indicates that the user should
take notice of the information.

Question Mark Symbol. This symbol prompts a user to review
the procedure that is about to be invoked. For example, if a user
adds a new mtient and then decides to cancel the addition, a
message box with a question mark will appear asking the user to
verify the request.

X Symbol. This symbol indicates that the requested procedure
cannot be completed and displays a short message explaining
why.

Exclamation Point Symbol. This warning symbol indicates that
an action has been selected that may have undesirable results.
The warning provides an explanation and asks for verification
before continuing with the selected action.
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QUICK START

INSTALLATION AND START UP

This section discusses the following topics:
Hardware/Software
Installation

Help

HARDWARE/SOFTWARE

To operate HAVEN, the following hardware and software are required:
IBM or IBM-compatible personal computer with Pentium 200 MHz or higher processor

VGA or VGA-compatible display monitor with a minimum resolution of 800x600 pixels

NOTE:
HAVEN was designed using Super VGA resolution (800x600). At a lower resolution (e.g., 640x480),

all of the variables on a given screen may not be visible. Use the scroll bars to view te entire
screen and perform data entry.

Hard disk with a minimum of 40 megabytes of available space

32 megabytes of RAM

CD-ROM drive (if installing from CD)

Microsoft Windows 95, 98, ME, NT, 2000, or XP

Microsoft or Microsoft-compatible mouse or pointing device

INSTALL THE HOME ASSESSMENT VALIDATION AND ENTRY
(HAVEN) SYSTEM APPLICATION

Detailed installation instructions are contained in README.TXT. This file is located in the root directory of
the HAVEN Installation CD. For the Internet version of HAVEN (downloaded from the CMS OASIS web
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site), extract the contents of the downloaded ZIP file (SETUPHAVENG.ZIP) into a temporary directory (e.g.,
CA\TEMP). This action will decompress all of the installation files as well as README.TXT.

Run the SETUP.EXE program to begin the installation and follow the steps to install the HAVEN program.

Operating HAVEN within Large Agencies

The intent of HAVEN Version 1.0 was to provide software to agencies who either: 1) could not afford to
purchase software from avendor and/or 2) did not require a full-featured, client/server application that would
be integrated with existing systems. As such, Version 1.0 was designed as a stand-alone application and
was not intended to be run in a network environment. In addition, Version 1.0 was designed to run on the
Windows 3.1 platform for agencies that could not upgrade to Microsoft Windows 95, 98, 2000, or XP.
Consequently, HAVEN was built using the Visual Basic 4.0 development environment and utilizing Microsoft
Access 2.0 databases for storage. These two technologies place limits on the software in terms of
performance and capacity.

Since the release of Version 1.0, demand for HAVEN by large agencies has increased significantly. These
agencies have requirements that could not be met by Version 1.0. Specifically, these requirements include
running in a network environment and entering a large number of assessments.

Recent releases of HAVEN were designed to address these two issues as follows:

The HAVEN storage database can now be located on a shared, network drive. This capability allows
multiple installations of the software to perform data entry against the same database. For more
information, see the section below titled “Installing HAVEN in a Network Environment”.

HAVEN now includes archive/restore functionality. This functionality alleviates the burden on the primary
storage database and allows HAVEN to operate in a high capacity environment. However, this
functionality does not operate automatically and requires tasks to be performed by the System
Administrator. For more information, see the section titled "Archive and Setup".

HAVEN can utilize Microsoft Access 2.0 or Microsoft Access 97 databases; however, HAVEN does not
currently support Microsoft Access 2000 or higher databases.

Nevertheless, HAVEN should not be mistaken for a network application. HAVEN is still a stand-alone
application, but now contains features that make it possible to operate in a network environment under
limited circumstances. Microsoft Access is not a full-featured RDBMS. Although a number of steps have
been taken to address collisions in the software, collisions that will cause application errors can still occur. In
addition, when the number of records in the storage database becomes very high, the performance and
reliability of the system will degrade.

To ensure the best possible operation of HAVEN under a network environment, the following steps should be
taken:

Limit the number of collisions against the database:
Assign one user to perform all data entry for a particular patient

Assign one user to perform all maintenance of the patient information including the adding and
deleting of patients

Assign one user to perform all maintenance of the employee information
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Assign one user to perform all maintenance of the agency information

Assign one user to perform all imports and exports

Assign one user to perform all archiving and restoring

Assign one user to create all reports

Do not perform maintenance on the patient information while other users are performing data entry
Do not perform maintenance on employee information while other users are performing data entry
Do not perform maintenance on agency information while other users are performing data entry
Do not perform imports and exports while other users are performing data entry

Do not perform archiving and restoring while other users are performing data entry

Do not perform report creation while other users are performing data entry

Utilize the Archive/Restore tinctionality regularly to alleviate the burden on the storage database. In
addition, be certain to compact the storage database (HHA.MDB) after every archive.

Installing HAVEN in a Network Environment

Several steps should be followed when installing HAVEN in a network environment. These steps are:

For the first PC, install the HAVEN software. |If this is a first time install, copy the HHA.MDB storage
database from the installation directory to a shared network drive.

Run HAVEN. In the Preferences section, specify the new location for HHA.MDB, i.e., enter the shared
network drive and path. This path is stored in HHA.INI. Copy the HHA.INI to the shared network drive
and path.

For each subsequent PC, install the HAVEN software. Delete the HHA.MDB storage database from the
installation directory. Copy the HHA.INI from the shared network drive and path to the installation
directory. Run HAVEN to verify the shared network configuration.

NOTE:
When setting up a network configuration, it is required that a shared drive on a network file server be
used. Do not use a shared local drive on a PC.

HELP

General/About Help

The General Help provides HAVEN system help regarding how to use and maintain the HAVEN software.
About (HAVEN) Help identifies software and data dictionary version information as well as application and
storage database (HHA.MDB) path locations. From the HAVEN Management Screen or any of the HAVEN
Data Entry screens, click on the HELP menu and select either the General Help or the About options.
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Additional Help

Context sensitive help is available from any window by pressing the <F1> key. Individual variable help is
also available (on data entry screens) by right mouse clicking anywhere within a variable's frame on data
entry screens.

LOGIN

The user can log in to the HAVEN software by entering the user identification and password in the User ID
and Password text boxes, respectively. To exit the HAVEN Login screen without actually logging in to the
system, click on the "X" in the upper right corner of the screen.

= HAVEN Login = |

; 0ASIS - Home Assessment Validation and Entry System
= =" Health Care Financing Administration, Baltimore, MD

‘Wersion 6.0

— Enter Uzer ID/Password and Presz <ENTER>

zer D Paszward

USER IDs

Use the following Login identification and password for HAVEN the first time:

User ID HAVEN and password HAVEN
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HAVEN PATCHES

HAYEM Patches

Fatchlez] to execute:

Yerzion 6.0 - Add 1.30 specification fields
Yerzion 6.0 - Add archive infarmation

HAWVEM will now apply the patchles] above to the databaszes. Each patch may take
a few minutes to complete, pleaze be patient. Click O to continue or Cancel to exit
H&WEM. [MOTE: If the databaszes have not been backed up, please click Cancel,
perfarm a backup, and then restart HAWVER. ]

: Cancel |

The HAVEN Patches screen will be displayed if HAVEN detects that a patch(es) is required. Click on the
<OK> button to execute the patches or click on the <CANCEL> button to exit HAVEN.

NOTE:

It is highly recommended that a backup of the HAVEN databases be performed prior to execution of these
patches. Click on the <CANCEL> button if any uncertainty exists about whether the data has been saved
and perform a backup procedure, then re-enter HAVEN and click on the <OK> button on the HAVEN
Patches screen.

NOTE:

Prior to execution of the patches for version 6.0, it is highly recommended that all archive files (*.ARK) from
previous HAVEN versions be placed in the application directory. HAVEN 6.0 will create equivalent archive
databases with .MDB extensions for use with the new archive capabilities.
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HAYEM Patches

Fatchlez] to execute:

Yerzion 6.0 - Add 1.30 specification fields
Yerzion 6.0 - Add archive infarmation

HAWVEM will now apply the patchles] above to the databaszes. Each patch may take
a few minutes to complete, pleaze be patient. Click O to continue or Cancel to exit
H&WEM. [MOTE: If the databaszes have not been backed up, please click Cancel,
perfarm a backup, and then restart HAWVER. ]

Status Meszages:
Applving version B patches to the archive databaze... j

Adding the version 1.30 data spec fields ta the FACILITY table...

Adding the version 1.30 data spec fields to the RESIDEMTS table...

Adding the Other [zpecify] fieldzs to the HHA table...

Idpdating the 1CD-9 fields in the HHA table...

Adding the ARCHIVES table to HHA MDE. . ﬂ

The patch process iz complete. Click
Proceed to continue using HAYEM.

After the patches are completed, review the items in the Status Messages box for additional information on
the nature of the patches. Click on the <Proceed> button to continue into HAVEN.

DATABASE MAINTENANCE

For a new HAVEN installation, the following message box will be displayed.

HAVEMN Data Entry Spztem

Q 'ou muzt go to the Maintain Agency D atabaze’ menu choice and fill out the required items before doing anything elee.

Agency information must be entered before any other functions can be utilized. From the
ADMINISTRATION menu item, select the Maintain Agency Database option. Once the HAVEN Agency
Information screen has been completed, the user Login identification and password can be added,
modified, or deleted by using the Maintain Employee Database feature within the HAVEN software.

NOTE:
After installation, it is recommended that the System Administrator log in first, using HAVEN as both
the User ID and password. After completing the Agency information, the System Administrator
should establish a new User ID and password that will be used as the System Administrator account.
This step can be accomplished by using the Maintain Employee Database function described in
System Setup. The HAVEN account should then be deleted to ensure the security of the HAVEN
software.

HAVEN Reference Manual: December 1, 2002 Quick Start ¢ 8



SYSTEM SETUP

MAINTAIN AGENCY DATABASE

The Agency Database collects agency and agent information.

It is accessed from the main menu by

selecting the ADMINISTRATION menu item and then choosing the Maintain Agency Database option or from
the button bar by clicking on the <MAINTAIN AGENCY DATABASE> button.

The HAVEN Agency Information screen collects agency and agent information used to customize the
operation of the HAVEN software. It is recommended that a user with System Administrator rights complete

this information after installation.
Information.

%3 HAYEN Agency Information

— Enter Agency Information
Agency State Azzigned Unique ID

Agency Provider Mumbers [enter all that apply]
[t4007 0] Medizare Provider Mumber

[M007 2] Medizaid Provider Hurmber

Agency Hame

Agency Address

Zip Code

State

Agency Contact Perzon Hame

Agency Contact Person Phone Mumber & E xtension

[MO01 4] Branch State

—

[MOD1E] Branch ID [if applicable]

Agency City

— Enter Agent Information [if applicable]
Agent Tax D

Agent Mame

Agent Address

Zip Code

State City

Agent Contact Person Mame

Agent Contact Person Phone Mumber & Estension

This screen is divided into two sections: Agency Information and Agent

X

MOTE: Labels for required fields are in bold

Save

Cloze

HAVEN Reference Manual: December 1, 2002
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AGENCY INFORMATION

The Agency Information section enables the user to specify information that can uniquely identify the agency
such as Agency Name, Address, Contact Person, and Medicare, Medicaid, and State-specified provider
numbers. Fields shown in bold are required.

When an assessment is created, five agency fields are copied from the agency database into the
assessment record. These five fields are: Agency State Assigned Unique ID; Agency Medicare Provider
Number (M0010); Agency Medicaid Provider Number (M0012); Branch State (M0014); and Branch ID
(M0016). Since agency information can be edited at any time, the existing assessment records (except non-
key field corrections) are not automatically updated when changes are made to any of these three agency
fields. However, HAVEN will ask the user whether all unexported assessments should be updated.

First, HAVEN will ask if the Agency fields should be updated. It is recommended that this update be
completed to maintain the integrity of the export files. Then, HAVEN will ask whether the Branch fields
should be updated. The answer to this question depends on whether the current installation of HAVEN is
being used for a single branch or for an agency with multiple branches.

NOTE:
If HAVEN is being used for a single branch, then the user will want to enter the Branch fields here for
use as default values in assessments. However, if HAVEN is being used for an agency with multiple
branches, then the Branch fields should be left blank, since each assessment will have different
branch information and the Branch fields on the assessment are enabled during data entry.

NOTE:

On entering a ZIP Code for Agency and Agent Information the city and state will be looked up if a
valid ZIP code is entered. If needed, users may overwrite the value.

AGENT INFORMATION

The Agent Information section collects unique agent data such as tax identifier, name, address, and phone
number.

NOTE:
The Agency Information and Agent Information data are included as header information for each
export from the HAVEN software. Information about HAVEN export capabilities is provided in the
Export Section.

MAINTAIN EMPLOYEE DATABASE

The Employee Database provides centralized management of employee records that will be used
continuously in the entry of assessment data. It also provides the capability to customize the operation of the
HAVEN software. The database is accessed from the main menu by selecting the ADMINISTRATION menu
item and then choosing the Maintain Employee Database option, or from the button bar, by clicking on the
<MAINTAIN EMPLOYEE DATABASE> button.
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33 HAVEN Management Screen

File  Option: EESGREENCE FPreferences Help

(= M aintain Employes Database
(B | £
W _é- b aintain Agency D atabaze
—SelectfAdd  Maintain Patient Databaze

i

Note that this screen is only accessible to users with System Administrator rights. After installation, the user
(authorized as System Administrator) will want to define the expected users of the HAVEN software. The
HAVEN Employee Information screen is used to collect employee identification and authorization
information. This screen consists of two sections: Employee Selection and Employee Information. The
Employee Selection list box consists of the User IDs for all employees currently defined in the database.
When the user clicks on a specific User ID, that ID is highlighted and the corresponding employee data is
displayed in the Employee Information text boxes.

zy HAVEN Employee Information
Select an employee = Enter Employes Information
HawEN User ID l
Password l
Firzt Mame l
Middle Iritial |
Lagt M ame l
Title |
Authornization et Enhy
" Syztem Adminiztrator
€ Wigw Only

* required hields are in bold

Mew | Save | Delete | Lloze |

The user may:

Add a New Employee Record. Click on the <NEW> button to add a new employee record. The
required fields, User ID, Password, and Authorization must be completed. Upon completion of the
Employee Information section, click on the <SAVE> button to update the employee database. This action
will also refresh the Employee Selection list box to display the new user.

Edit an Existing Employee Record. Select an employee record and then click on the field or check
box of interest to edit the data. Clicking on the <SAVE> button will save all changes made to the
employee record to the database. Clicking on the <CLOSE> button and selecting "Yes" (Are you sure
you want to close and lose any changes?) will abandon all changes made to the employee record since
the last save.

Save All Changes made to an Employee Record. Click on the <SAVE> button to save all information
entered for a new or existing employee record.
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Delete an Employee Record. Click on the <DELETE> button to remove the currently selected
employee record from the database. Note that when a System Administrator is logged in as him/herself,
he/she cannot delete his/her own User ID. He/she must log in as another System Administrator and then
delete his/her User ID.

NOTE:
Since the System Administrator has access to all functions of the HAVEN software, the user is
prevented from deleting the last System Administrator from the database or changing the rights (from
System Administrator to Data Entry or View Only) for the last System Administrator.

Cancel All Edits to an Employee Record. Click on the <CLOSE> button and select "Yes" (Are you
sure you want to close and lose any changes?) to abandon all changes made to the employee record
since the last save.

Assign Authorization Rights. The Authorizations radio buttons—Data Entry, System Administrator,
and View Only—determine the level of access for the currently selected employee. When adding an
employee record, the Authorization field must be specified.

Data Entry Rights. Users are able to edit Agency information, add/edit Patient database information,
add/edit assessments, review assessments performed by other users, perform data entry for all HAVEN
forms, view HIPPS, and view/print reports.

System Administrator Rights. Users are able to add/edit/delete Employee database information,
add/edit/delete/hide/unhide Patient database information, edit Agency information,
add/edit/correct/delete assessments, review assessments performed by other users, perform data entry
for all HAVEN forms, view HIPPS, view/print reports, import/export files, specify preferences, specify
archive setup information, and archive/restore patients.

View Only Rights. Users are able to review assessments performed by other users, view HIPPS codes,
and view/print Reports.

MAINTAIN PATIENT DATABASE

The Patient Database provides centralized management of patient information records that will be used
continuously in the entry of assessment data. It also provides the capability to customize the operation of the
HAVEN software. The database is accessed from the main menu by selecting the ADMINISTRATION menu
item and then choosing the Maintain Patient Database option or from the button bar by clicking on the
<MAINTAIN PATIENT DATABASE> button.

The HAVEN Patient Information screen collects patient information that is reused in HAVEN assessments.
This screen consists of two sections: Patient Selection and Patient Information.

The Patient Selection section on this screen is similar to the Patient Selection section on the HAVEN
Management Screen. The only option available in the Patient Selection section on the HAVEN
Management Screen is the capability to add a patient. Any maintenance (i.e., edit/delete) for a patient
record must be completed through the Maintain Patient Database menu option.
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The Patient Selection section allows the user to select or search for a patient in the same manner as the
HAVEN Management Screen. The list of patients is sorted by last name, but can be sorted by any of the
column names by clicking on the column heading. Once a patient is selected, the corresponding data
appears in the Patient Information text boxes. This section consists of data entry fields for demographic and
identification information such as gender and birth date. The information collected here will be utilized to
prefill the corresponding fields on the HAVEN assessment records for the selected patient.

When an assessment is created, all of the patient fields are copied from the patient database into te
assessment record. Since patient information can be edited at any time, the existing assessment records
are not automatically updated. When changes are made to any of the patient fields, however, HAVEN will
ask the user whether all unexported assessments (except for non-key field correction assessments) should
be updated. It is recommended that this update be completed to maintain consistent patient information
across assessments in the export files.

NOTE:
However, if the Patient ID Number (M0020) is changed for each new episode, it is recommended
that the user NOT update all unexported assessments (except for non-key field correction
assessments) unless they are associated with that episode. For example, if 10 assessments exist
for an episode with a Patient ID Number of 12345A and a new episode starts and the Patient ID
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NOTE:

NOTE:

NOTE:

NOTE:

NOTE:

Number is changed from 12345A to 12345B, the existing unexported assessments (except for non-
key field correction assessments) should not be updated with the new Patient ID Number.

Only 100 patients at a time are displayed in the patient list. To view the next 100 patients in the list,
select the <NEXT 100> button. The <PREVIOUS 100> button will display the previous 100 patients.

ZIP codes that (a) are not five or nine digits long, or (b) contain letters, are no longer rejected in the
patient ZIP code field (M0060); instead a warning is provided to the user. If letters or a short ZIP
code are entered and the user clicks on the <SAVE> button, the warning "M0060 Zip Code is not 5
or 9 digits long or contains letters. Do you wish to continue"? will appear. Clicking on the
<YES> button allows the user to continue and save the entered information. Clicking on the <NO>
button returns the user to the Patient Information screen.

On entering a ZIP Code for Agency and Agent Information, the city and state will be looked up if a
valid ZIP code is entered. If needed, users may overwrite the value.

The items M0072 (Primary Referring Physician ID), M0140 (Race/Ethnicity), and M0150 (Current
Payment Sources for Home Care) have been added to the patient information screen in HAVEN
Version 6.0. These items are now tracked by patient. To assist with completing these items for
patients who already exist, items M0072 and M)140 are copied during data entry from the
assessment if the values for the patient are blank. HAVEN asks the user if M0150 should be
updated, since payment sources can vary from assessment to assessment.

If Unknown is checked for item M0150, the value will only be copied to Start of Care and Resumption
of Care assessments, since the Unknown option is inactive for other assessment types.

The user may:

Add a New Patient Record. Click on the <NEW> button and begin entering data in the Enter Patient
Information section. All of the fields, excluding Patient First Name, Middle Initial, Suffix, and Unique
Patient ID Code (State Provided), must be completed before the record can be saved. Click on the
<SAVE> button to save the new patient record when data entry is complete. The user will be prompted
with a message to "Save new patient currently displayed". Click on the <YES> button to save the
changes or the <NO> button to cancel the changes.

HAVEN does not allow duplicate patient records identified by:

Same first name, last name, date of birth, and gender

Same Medicare number

Same Social Security Number

HAVEN Reference Manual: December 1, 2002 System Setup « 14



Same Medicaid number

Same Patient ID number (M0020)

Same State Provided Patient ID

Edit an Existing Patient Record. Select a patient record and then click on the field or check box of
interest to edit the data. Clicking on the <SAVE> button will save all changes made to a patient record to
the database. Clicking on the <CLOSE> button and selecting "Yes" (Are you sure you want to close and
lose any changes?) will abandon all changes made to the patient record since the last save.

Save All Changes made to a Patient Record. Click on the <SAVE> button to save all information
entered for a new or existing patient record.

NOTE:
When saving a new patient, or changes to an existing patient, a warning will be provided if invalid
data is entered or if mandatory data is not completed.

Delete a Patient Record. Only a System Administrator may delete a patient record. Select a patient
record to delete and then click on the <DELETE> button. Two messages will appear before the patient
record and all the assessments associated with that patient will be deleted from the database.

NOTE:
When a patient record is deleted from the database, it cannot be recovered!

Hide/Unhide a Patient Record. A patient record may be hidden/unhidden only by a System
Administrator. Select a patient record to hide and then click on the <HIDE/UNHIDE> button. To view a
hidden patient record, click on the Include Hidden Patients check box. To unhide a patient record,
highlight a patient record and click on the <HIDE/UNHIDE> button.

Cancel All Edits to a Patient Record. Click on the <CLOSE> button and select "Yes" (Are you sure
you want to close and lose any changes?) to abandon all changes made to the patient record since the
last save.

ENABLE BACKUP

HAVEN has the option to make a backup copy of the data collection databases (e.g., HHA.MDB,
EXPORT.MDB, and the currentarchive database) each time the user exits HAVEN normally. If these
databases are corrupted due to abnormal termination of HAVEN (e.g., power failure, system lockup) and
cannot be repaired, the System Administrator can copy the backup databases into the installation directory
and only the last HAVEN session will be lost.

To enable the backup, the System Administrator may select the ADMINISTRATION menu, click on the
PREFERENCES option, and select the Backup tab on the HAVEN Preferences window. Then the user can
specify a directory location for the backup files.
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HAYEN Preferences
Agzezzments ] Pathz

—Backup Path

HAWER can backup the data collection databazes [HHA MDE, EXPORT . MOE]
each time it iz exited normally. Enter the file path where the databaszes will be
copied:

C =

MOTE: If thiz hield iz left blank., backup iz dizabled.

— Compreszion
{* Mo compression
{~ Enable compression of databaszes to ZIF format [HHAMDE Z1P)
" Enable compression of databazes to zelf-extracting EXE [HHAMDE EXE)

()4 Cancel Spply

NOTE:
The directory cannot be the directory where the application and databases currently reside.

Also note that a path MUST be provided or the backup option is disabled. Once a path has been specified,
when HAVEN is exited, the data will be backed up to the designated directory in the specified compression
format. If <No compression> is selected, then the files are copied to the designated directory. If <Enable
compression of databases to ZIP format> is selected, then a ZIP file named HHAMDB.ZIP will be created in
the designated directory. Similarly, if <Enable compression of databases to self-extracting EXE> is selected,
then an EXE file named HHAMDB.EXE will be created in the designated directory.

The second time a HAVEN session is exited, the previously backed up files will be moved to the installation
path for the HAVEN software. Note that for the <No compression> option, the files will be compressed to
HHAMDBBACK.ZIP; for the <Enable compression of databases to selfextracting EXE> option, the file will
be copied and renamed HHAMDBBACK.ZIP; and for the <Enable compression of databases to self-
extracting EXE> option, the file will be copied and renamed HHAMDBBACK.EXE. From that point forward,
the process will repeat itself, supplying te user with the HAVEN databases from the two most recent
sessions.

NOTE:

The backup process should be completed to a network drive, a removable disk, or a CD, or for
smaller files, a diskette. If possible, do not backup the files only to a user's local hard drive.

Once the backup path has been set, if the path is later deleted or renamed (e.g., the directory name is
changed/deleted using Windows Explorer), upon exiting the system, HAVEN will notify the user that the
backup failed because the path no longer exists.
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NOTE:
The HAVEN Backup capability is no substitute for a comprehensive backup strategy. It is HIGHLY
RECOMMENDED that HAVEN users institute a regular procedure of backing up the databases to a
reliable media (e.g., floppies, removable disk, and tape). For additional suggestions regarding
backup, read the Backup section of the HAVEN Help Desk Notes (HELPDESK.PDF) located in the
application directory.

WINDOWS SETTINGS

In order to ensure the reliable operation of the HAVEN software, it is imperative that the following Windows
property be set properly:

For Microsoft Windows 95, 98, ME, NT, 2000, and XP, the Windows Font Size property must be set to "Small
Fonts" and not "Large Fonts". This property can be found under the Settings tab of desktop properties.

HAVEN Reference Manual: December 1, 2002 System Setup « 17



HAVEN DATA ENTRY

HAVEN MANAGEMENT SCREEN

Once HAVEN has been loaded, a number of functions can be performed. These functions are all activated
from icons or dropdown menus available on the screen.

s HAYEN Management Screen M= E3 I

File DOptionz  Administration  Preferences Help

ERh ¢ bt 7 m 'Y, 7 A}

- Select/Add a Patient

cssn cmp =

- Presaous 100

First Mame
MILES 154789712 MNext 100

Archive Patient I
i &dd Patient i
- Select/Add an Azzeszment for Patient
D ate RF& Statuz Last Lser I I:::urrecti Open !__‘:_
bl |
Add Azemt Eorectdesmb | | DElete Seamt | Frint &zsmt [= wiew el HIERS Enteriata
1 active patients [0 lidden). 0 archived IEI azzezzments [0 hidden). including 0 comections

The HAVEN Management Screen consists of the following components:

Title Bar. Displays the tite HAVEN Management Screen.

Menu Bar. Displays the list of functions that can be performed on the HAVEN Management window.
Each of these functions contains additional options. These options are displayed by using the mouse.

Button Bar. Provides quick access to commonly used menu items.

HAVEN Reference Manual: December 1, 2002 HAVEN Data Entry « 18



Select a Patient. Enables the user to select a patient to access his/her assessment history. The list of
patients is sorted by last name, but can be sorted by any of the column names by clicking on the column
heading.

Previous 100. Allows the user to display the previous 100 patients in the list.

Next 100. Allows the user to display the next 100 patients in the list.

Archive a Patient. Allows the user to archive a patient (and their assessments) to the default archive
database.

Restore a Patient. Allows the user to restore a patient (and their assessments) from the default
archives databases (only available in archive mode).

Add a Patient. Allows the user to add a patient.

Select Assessment for Patient. Allows the user to view the history of previous assessments and their
status for the currently selected patient. For additional information on the status of assessments, see the
Assessment Status Screen section.

Add an Assessment. Allows the user to add an assessment for a selected patient.

Correct an Assessment. Allows the user to correct an assessment (once it has been Locked
[Exported]) for a selected patient. Only a System Administrator has access to this feature.

Delete an Assessment. Allows the user to delete the highlighted assessment for a selected patient.
Only a System Administrator has access to this feature.

Print an Assessment. Allows the user to print the highlighted assessment.

Enter Data for an Assessment. Allows the user to enter data for the highlighted assessment for a
selected patient.

NOTE:
When the “Open Archive” option is selected this option is set to “View Data” since the data is “View
Only” by default in this mode.

View Only for an Assessment. Allows the user to view an assessment for a selected patient in read-
only mode.

HIPPS. Allows the user to view the HIPPS category of reimbursement for an assessment. Users can
view HIPPS categories for assessments with reason for assessment values of 01 - 05.
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UNDER THE FILE MENU, THE USER CAN:

Open Archive

This feature allows the user to switch between Archive Mode and Normal Mode. When selected, this menu
choice will switch between checked (Archive Mode) and unchecked (Normal Mode).

When in archive mode, the software points to the active archive database (as identified in the Archive Setup
menu, described later). This feature allows the user to view the patients (and their assessments) that have
been archived. In addition, the following features are available in Archive Mode.

Restore Patient. This function restores the patient (and patient assessment) data from the active
archive database to the HHA.MDB database so the user can access the patient and perform all functions
in Normal Mode.

Print Assessment. This function allows the assessment data entry form to be displayed in a format
ready to print and save in various file formats.

View Data. This function allows the user to view the selected assessment in “View Only” mode using
the data entry screens. If any changes need to be made, the patient should be restored.

View/Print Reports. This function allows all of the standard reports to be produced using the archive
database.

HIPPS. This function enables the user to view the HIPPS code for the currently selected assessment.

These are the only functions available in the Archive Mode, aside from the functions which allow the user to
search for and select a patient and assessment.
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Exit

This option allows the user to exit the HAVEN software. To exit HAVEN, select the Exit option from the FILE
menu on the HAVEN Management Screen.

NOTE:
The user can also exit HAVEN by selecting the ‘X’ (Close Window) in the upper right hand corner of
the HAVEN Management Screen.

UNDER THE OPTIONS MENU, THE USER CAN:

Log Off/0n
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This option allows the user to return to the HAVEN Login screen. From here, the user can return to the
HAVEN Management Screen or exit HAVEN. If the user returns to the Login screen, he/she can retumn to
the HAVEN system by clicking on the "X" in the upper right corner of the screen.

View/Print Reports

This feature is discussed in the Reports section.

Import

This feature is discussed in the Import section.

Export

This feature is discussed in the Export section.

UNDER THE ADMINISTRATION MENU, THE USER CAN:

Maintain Employee, Agency, and Patient Databases

These maintenance functions are discussed in the System Setup section.

Preferences

Preferences can be specified for assessment data entry and sequencing; the location of the primary HAVEN
database (HHA.MDB); the default paths for use with import and export files; the operation of the HAVEN
Backup function; and the desired number of assessments to be contained in a single archive file.

Assessments Tab

Under this tab, the user may specify whether radio boxes or check boxes for variables that allow only one
choice (i.e., option pick one). The default display uses check boxes. Check boxes support easier keyboard
data entry. Keyboard data entry allows tabbing across the set of options for a variable without forcing the
user to select an option. When an option is selected in the check box mode, HAVEN will still enforce the rule
that ensures that only one option from the list of items will be selected.

Radio buttons automatically select the first item displayed in the list. Radio buttons also require the use of
the tab and arrow keys to implement keyboard data entry.
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Also under this tab, the user can enable or disable strong enforcement of assessment sequencing.
Assessment sequencing rules are enforced in two areas of the software: 1) adding assessments and 2)
importing assessments. Strong enforcement prohibits the addition or import of assessments in an order that
violates the sequencing rules. If strong enforcement is disabled, then assessments can be added or
imported in an order that violates the sequencing rules. In addition, if strong enforcement is disabled, the
user may delete assessments other than the most recent one.

HAYEM Preferences

Azzeszments di Paths ] Backup ] .-’-';.Ichive

sy

- Radio Button/Check Box Dizplay Choice
For wariables that allow one and only one choice the default display option iz
to uze radio buttonz,  Thesze wanables cannot be tabbed to zince tabbing to a
radio button will automatically assign the walue to the first item in the lizt even if
the uzer did not intend that choice. If you are entering data from a paper form,
you may find it eazier to uze a check boy inztead of a radio button since you
can tab ko a check box. The HAWEM program will =till enforce the le
allawing vou ta zelect ane and only one chaoice from the lizt of items.

™ Use Fadio Buttons for Yanables where you select only one choice
{*' se Check Boxes for Yaniables where you select only one choice [Default]

- Sequence of Aszesaments
Azeezzment sequencing niles are enforced in bwo areaz of the zoftware; 1]
adding aszezsments and 2] importing assezsments. Please select below the
twpe of enforcement preferred.  Strong enforcement prohibits the addition or
import of aszezzments in an arder that violates the sequencing riles. Weak
enforcement provides a warning whenever an azsezsment iz added or imported
i an arder that violates the sequencing rules, but does not prahibit i,

v Enable strong enforcement

] Cancel Epply

Paths Tab

This feature allows a System Administrator to enter the path where the HAVEN database HHA.MDB will be
located. Note that HAVEN will end if a new path is entered. When HAVEN is restarted, it will look for
HHA.MDB in the path specified. If the HHA.MDB cannot be found, HAVEN will alternatively look for
HHA.MDB in the installation directory. If HAVEN finds HHA.MDB in the installation directory, it will reset the
path value to the installation directory path.

In addition, the System Administrator can specify where import files are located and where export files are
created.
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Backup Tab

By specifying a path for the Backup function in HAVEN, the data collection and archive databases in the
HAVEN Data Entry System will be automatically backed up every time the system is exited normally. The
path for the backup process cannot be the same as the path of the application or databases. For example, if
HAVEN is installed to C:\HAVEN, the backup path cannot be C:\HAVEN.

NOTE:
A complete explanation of the Backup function is available in the System Setup section.
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—Backup Path

HAWEM can backup the data collection databazes [HHA MDE, EXPORT . MDE]
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copied:
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— Compreszion

{* Mo compression
{~ Enable compression of databazes to ZIF format [HHAMDE Z1P)
" Enable compression of databaszes to zelf-extracting EXE [HHAMDE EXE)

(] Cancel e 1

Archive Tab

The System Administrator can specify whether HAVEN will warn the user if the archive database exceeds a
user-specified quantity of assessments. For example, if this option is checked and 1000 is specified, then
HAVEN will warn the user (prior to archiving a patient) if the currently active archive database contains 1000

or more assessments.

NOTE:

It is strongly recommended that archive databases are not allowed to become too large in order to assure

best performance when opened in Archive Mode.
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HAYEM Preferences

Archive Setup
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Archive Information i

Select an archive databaze;

Hame | Active | Path | Description *|
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4 | 3
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Databaze Mame: | DB
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[ Make thiz databaze the achive archive database.

Cancel

M e | Save

One or more archive databases can be used to save archive patients (and their assessments). In the
Archive Setup window the user can create a new archive database, delete an archive database, and identify
the active archive database.

NOTE:
In versions of HAVEN prior to HAVEN 6.0, the archive database was saved with an extension of
ARK. In this version, when the program is first started up, all of the .ARK databases are changed to
have an extension of .MDB.

To create a new archive database, click on the <NEW> button. Enter up to an eight-character file name in
the Database Name text box. The location (path) for the database must be entered. The user must also
type in a description of the archive database by entering up to 25 characters in the Description text box.
Click on the <SAVE> button to create the archive database or the <CANCEL> button to cancel the creation
of the archive database.

If several archive databases have been created, the user can specify a particular archive database by
selecting it from the list.

An archive database can only be deleted when it is empty (i.e., no records are contained in the database).
When a selected database displays a record count of zero in the Select Archive Database section, it can be
deleted. A user might choose to delete an archive database if all of the records contained in it have been
restored, it was created in error, or it was never utilized.

To delete an archive database, select an empty archive database and click on the <DELETE> button.
HAVEN will verify the deletion. Click on the <OK> button to return to the Archive Information screen.

Only one archive database can be active at a time. To select the active archive database, highlight the
databases you want to be active and select the “Make this database the active archive database” check box.
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Fix Inactive Fields

The Fix Inactive Fields feature allows a System Administrator to clear any data entry in inactive felds for a
particular assessment. After highlighting an assessment, the System Administrator can select the Fix
Inactive Fields option from the ADMINISTRATION menu. HAVEN will review the selected assessment and
clear any variables that are inactive and should be empty. When the process is complete, HAVEN will verify
whether or not any inactive fields were fixed.

NOTE:
This option is only available for assessments that have a status of "New" or "In Use".

List Open Assessments

This feature allows users to view a list of assessments currently marked (*) as open.

—Select/Add an Azsessment for Patient S
Date I RF& I Status | Last Lser I Eu:urreu:tl I:I|:uar1'I
Q3402000 105 Other follow-un Inllze HawEM MERNE

When using HAVEN across a network environment, only one user can access an assessment at a time.
This option displays the current user's ID, the patient's name and Social Security Number, and the
assessment type for each assessment marked as open.

To view the open assessments, click on the ADMINISTRATION menu and select the List Open Assessments
option. The HAVEN Open Assessments screen will display the assessments currently open for data entry.

| HAYEN Open Aszzeszments |

Azzeszments that are curently open for data entry:

Uzer HEWE N
Patient: DAWIS. MILES [G5M 154789712

Agzezzment Type: 07, Start of care, further wizitz planned

Cloze |
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NOTE:
An assessment is considered open while data entry is being performed.

Reset Open Status

This feature allows a System Administrator to reset an assessment's open status. The open status is
normally reset (the * disappears from the Open box) when a user exits data entry for an assessment.

The Reset Open Status function is especially useful when abnormal termination of HAVEN (e.g., power
failure, system lockup) occurs. When HAVEN is restarted, a user cannot access any assessments that were
marked as open. A System Administrator must reset these assessments before data entry can continue.

To reset the open status of an assessment, the System Administrator should highlight an assessment that
needs to be reset, click on the AMINISTRATION menu, and select the Reset Open Status option. This
action will clear the Open box and reset the currently selected assessment. If more than one assessment
needs to be reset, highlight the next assessment and repeat the process until all of the desired assessments
have been reset.

Retrieve Patient with Hex Format

The Retrieve Patient with Hex Format feature allows a System Administrator to retrieve patient information
that has been masked.

z HAVEN Patient Information |
— Enter Mazked Patient Information in Hex

[MO020) Patient
ID Humber I

[HO040) I I
Patient
Mame [Last] [First]

[MO0063]) Medicare
Humber I

[MDD64] Social
Security Humber I

[M0065] Medicaid
Mumber I

Search LClaze

To search for a patient in hex format, click on the ADMINISTRATION menu, and select the Retrieve Patient
with Hex Format option. System Administrator's can search for patient information by entering the hex
representation of the masked value in one or more of the following fields: the Patient ID number, first name,
last name, Medicare number, Social Security Number, or Medicaid number.
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UNDER THE HELP MENU, THE USER CAN:

Access General and About Help

General Help provides HAVEN system help regarding how to use and maintain the HAVEN software.
About (HAVEN) identifies software and dictionary version information as well as application and data
collection database (HHA.MDB) path locations. From the HAVEN Management Screen or any of the
HAVEN Data Entry screens, click on the HELP menu and select either the General Help or the About
options.

NOTE:
Context sensitive help is available from any window by pressing the <F1> key. Individual variable
help is also available by right mouse clicking anywhere within a variable's frame on data entry
screens.

SELECT/ADD/ARCHIVE/RESTORE A PATIENT

The Patient Selection section enables the user to select the patient whose assessment history will be
accessed. Patients can be displayed in alphabetical order or numerically by Social Security Number (SSN)
or ID. Select the Last Name radio button to display patients in alphabetical order. To display patients in
numerical order select the SSN or ID radio buttons. Use the scroll bars on the Patient list box to view the
available patients and click on the preferred row to select a patient.

The user may search the Patient database by specifying the last name, Social Security Number, or ID of a
patient in the Search for... text box. The user may then type in the first letter of the patient's last name or the
first number in the Social Security Number or ID. The system will highlight the match for each set of
characters as each new one is typed.

gz HAYEN Management Screen M= 3 |

File DOptionz  Adminizstration  Preference:  Help

Epd ¢ A= 7 m C/V7TS

—Select/Add a Patient

;Searchfor...
#iailamsE Csn o =
Last Name Firzt Name il S5M 8] |~ Fresvious 100

MILES 154789712 : Rext 100

Archive Patient I

~|  AddPatient |

To discontinue the search, clear the Search for... text box. The patients will then be displayed either
alphabetically or numerically for selection within the Patient list box starting with the first patient in the
selected order.
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NOTE:
Only 100 patients at a time are displayed in the patient list. To view the next 100 patients in the list,
select the <NEXT 100> button. The <PREVIOUS 100> button will display the previous 100 patients.

The purpose of the <ARCHIVE PATIENT> button is to help maintain the size of the system database
HHA.MDB. The <ARCHIVE PATIENT> button allows a System Administrator to archive every patient whose
assessments all have a status of "Locked (Exported)". For instance, if a patient has been discharged due to
death, has no intention of returning, or a specified amount of time has passed since a patient's last transfer
or discharge assessment, that patient and all his/her assessments can be archived for storage purpose, to
reduce the size of the system database (HHA.MDB).

If HAVEN is in Archive Mode, the <ARCHIVE PATIENT> button becomes the <RESTORE PATIENT>
button. The <RESTORE PATIENT> button enables the System Administrator to move a patient and his
assessments back into the system database HHA.MDB, which can be useful if a patient unexpectedly
returns to the agency.

The <ADD PATIENT> button allows the user to add a new patient record. To edit/delete an existing patient
record, the Maintain Patient Database option from the ADMINISTRATION menu item or the <MAINTAIN
PATIENT DATABASE> button on the button bar must be selected. Refer to the Maintain Patient Database
section for a detailed explanation of how to add/edit/delete a patient.

SELECT/ADD/EDIT/CORRECT/DELETE AN ASSESSMENT

The Assessment Selection section allows the user to view the history and status of previous assessments for
the currently selected patient. Assessments are displayed in the order they were added with the most recent
assessment as the first item in the list. For each assessment, the effective date, assessment type, status,
last user to access the assessment, and a correction number are displayed. An assessment is selected by
scrolling through the list and clicking on it. The user can access the selected assessment to perform data
entry or edits by clicking on the <ENTER DATA> button.

The Add Assessment section also enables the user to initiate a new assessment for the selected patient.
Click on the <ADD ASSMT> button to access the HAVEN Reasons for Assessment screen (described
below) before the assessment is added to the patient.
Note the following:

Newly created assessments have a status of "New"

Edited assessments have a status of "In Use"

Completed Data Entry assessments have a status of "Locked (Export Ready)"

Exported assessments have a status of "Locked (Exported)"

NOTE:
As of OASIS Version 1.30 (Reduced Burden), assessment types 02 and 10 no longer exist.
However, these assessment types can be created using the 1.20 specification. Note that these
assessments cannot be exported, since the OASIS State System will not accept any 02 or 10
assessments. Therefore, the status for the 02 and 10 assessment types will be “Completed”.
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Reason for Assessment

When the user clicks on the <ADD ASSMT> button, the HAVEN Reasons for Assessment screen is
displayed.

gy HAVEN Reaszonz For Assessment i

—[MO0100) Thiz Assessment i Currently Being Completed for the Following Beazon -

Start/Hezumption of Care
[T 01, Start of care - further visits planned

[T 02 Start of zare - mo futhern wisits planned (WO LONGER USED]
[T 03 Resumption of care [after inpatient stay]

Follow-Up
[T 04. Recertification [follow-up] reassessment

[T 05, Other follow-up

Transfer to an Inpatient Facility
[T OB Transferred to an inpatient facility - patient not dizcharged from agency
[ OF Transfered to an inpatient facility - patient dizcharged from agency

Dizcharge from Agency - Mot to an Inpatient Facility

[T 08 Death at haome

[T 09 Dizcharge from agency
(i echange fram agency - ho Mete completed \after stariiesimptiomof care aesesement

[ A FERE T EEE

— DAS1S Specification oK

= 130 1200 €104 Cancel

If strong enforcement is disabled, the Reason for Assessments will be displayed in green a red. Green
indicates the user will be adding assessments in sequencing order. Red indicates the user will be adding
assessments out of sequencing order.

The response-specific instructions available for an assessment include:

Response 1. Start of care—further visits planned—This is the start of care comprehensive assessment.
A plan of care is being established, and further visits are planned.

NOTE:
When 01, Start of Care, is selected, the MO030 Start of Care Date must be entered. The date will be
tracked across assessments until a new start of care occurs. The user has the ability to change the

date during data entry.

Response 2. Start of care—No further visits planned—This is the first visit; a comprehensive
assessment has been performed. However, no additional visits will be made. Mark this response if the
original order is for a one-time visit only. No additional data will be provided on this patient, as no plan of
care is established (e.g., a subsequent discharge assessment is not expected).
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NOTE:
As of OASIS Version 1.30 (Reduced Burden) this reason type has been removed. However, it is
allowed using OASIS version 1.20. Note that an 02 assessment cannot be exported, however.

Response 3 Resumption of care (after inpatient stay)—The comprehensive assessment is being
conducted when the patient resumes care following an inpatient stay of 24 hours or longer.

NOTE:
When 03, Resumption of Care, is selected, the M0032 Resumption of Care Date must be entered.
This date will be tracked across the subsequent assessments until a new Start of Care or
Resumption of Care assessment is added.

Response 4. Recertification (follow-up) reassessment—The comprehensive assessment is being
conducted during the last five days of the certification period.

Response 5. Other follow-up—The comprehensive assessment is conducted due to a significant
change in patient condition at a time other than during the last five days of the certification period. This
assessment is completed to update the patient's care plan.

Response 6. Transferred to an inpatient facility—Patient not discharged from agency—Data regarding
the patient's transfer to an inpatient facility for 24 hours or longer (for reasons other than diagnostic tests)
are reported. The patient is expected to resume care and is not discharged from the agency. When the
patient resumes care, a Resumption of Care comprehensive assessment is conducted. Note the "skip
pattern" included in the response. This response does not require a home visit; a telephone call may
provide the information necessary to complete the required data items.

Response 7. Transferred to an inpatient facility—Patient discharged from agency—Data regarding the
patient's transfer to an inpatient facility for 24 hours or longer (for reasons other than diagnostic tests) are
reported. The patient is discharged from the agency. Note the "skip pattern” included in the response.
This response does not require a home visit; a telephone call may provide the information necessary to
complete the required data items.

Response 8. Death at home—Data regarding patient death other than death in an inpatient facility. A
patient who dies before being admitted to an inpatient facility would have this response marked. Note
the "skip pattern” included in the response. A home visit is not required to mark this response; a
telephone call may provide the information necessary to complete the data items.

Response 9. Discharge from agency—The comprehensive assessment is being conducted at the
patient's discharge from the agency. This discharge is not occurring due to an inpatient facility
admission or patient death. An actual patient interaction is required to complete this assessment. Note
the "skip pattern" present in the response.

Response 10. Discharge from agency—No visits completed after start/resumption of care
assessment—This response is marked in the event of an unusual occurrence. The agency visits the
patient at start (or resumption) of care and establishes a plan of care. However, before another skilled
visit is made, the patient is discharged. (For example, a family member may move the patient to another
location.) This response is not marked at the same time as Response 2; this situation is very different.
Note the "skip pattern” ncluded in the response. This response should not be used if the patient is
transferred to an inpatient facility or dies at home.

NOTE:
As of OASIS Version 1.30 (Reduced Burden) this reason type has been removed. However, it is
allowed using OASIS version 1.20. Note that a 10 assessment cannot be exported, however.
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Select the OASIS Specification for the assessment being added. The default is the current OASIS
specification. After a selection has been made (one response per assessment), click on the <OK> button to
save the choice and return to the HAVEN Management Screen, or click on the <CANCEL> button to cancel
the assessment and return to the HAVEN Management Screen.

NOTE:
As of OASIS Version 1.30 (Reduced Burden), a number of changes have been made to the
assessment to “reduce the burden” of data entry. When the user selects 1.30 (the default), fewer
data entry items are required for RFAs 4 and 5, a number of items are removed from all of the
assessments, and two assessments (RFAs 2 and 10) are no longer valid. In addition, in Version
1.30 a new tracking form makes it easier for repeating information to be duplicated on each
successive assessment.

Sequence of Assessments

In accordance with OASIS Data Specification 1.30, the sequence of assessments for a patient should
conform to certain requirements. These requirements are described below:

After adding RFA (Reason for Assessment) 1, the user may add RFA 4, 5,6, 7,8, or 9
After adding RFA 3, the user may add RFA 4,5, 6, 7,8, or 9

After adding RFA 4, the user may add RFA 4, 5,6, 7,8, or 9

After adding RFA 5, the user may add RFA 4,5, 6, 7,8, or 9

After adding RFA 6, the user may add RFA 1 or 3

After adding RFA 7, the user may add RFA 1

After adding RFA 8, the user cannot add any RFA record

After adding RFA 9, the user may add RFA 1

For more information on sequencing enforcement, see the Preferences section.
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Effective Date of Assessment

Sﬁlenu'&dd an Aszzeszment for Patient
Date FFA

09. Dizcharge from agency
4. Recertification [follow-up] reazsessment
1. Start of care, further visits planned

After an assessment has been added, the Effective Date for the assessment will be blank. Following is a list
of the assessments and the date variables that will need to be completed in data entry before the Effective
Date will be displayed on the HAVEN Management Screen.

Start of care—further visits planned MO030_START_CARE_DT (Start of care date)

Start of care—no further visits planned M0030_START_CARE_DT (Start of care date)

HoTE Although this type of assessment can no longer be created or exported, it is still possible to complete
data entry for these assessments.
Resumption of care (after inpatient stay) M0032_ROC_DATE (Resumption of care date)
Recertification (follow-up) reassessment MO090_INFO_COMPLETED_DT (Date assessment completed)
Other follow-up M0090_INFO_COMPLETED_DT (Date assessment completed)

Transferred to an hpatient facility—patient not discharged from agency M0906_DC_TRAN_DTH_DT
(Dischargel/transfer/death date)

Transferred to an inpatient facility—patient discharged from agency M0906 _DC_TRAN_DTH_DT
(Discharge/transfer/death date)

Death at home M0906_DC_TRAN_DTH_DT (Discharge/transfer/death date)
Discharge from agency M0906_DC_TRAN_DTH_DT (Discharge/transfer/death date)

Discharge from agency—no visits completed after start/resumption of care assessment
MO0906_DC_TRAN_DTH_DT (Discharge/transfer/death date)

NOTE:
Although this type of assessment can no longer be created or exported, it is still possible to complete
data entry for these assessments.

NOTE:
The date displayed with each assessment on the HAVEN Management Screen will not be visible
until the effective date is determined.
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Correct an Assessment

z3 HAVEN Comrection Type

—Select a Type of Correction

[ 1. Assezsment was submitted to the State and was rejected.

& atlEmitted o the State andivas aceepted. Borectiom o ke el ds onli & hecessan
LM EER & Al T RE EE EHEEEETIEE [ SE M AT ST S H ST e

[T 3 Assessment waz submitted ta the State and was accepted. Comection to non-key fields is necessan.

[ 4 fssessment waz submitted to the State and was accepted. Inactivation of the assessment iz necessany.

LCancel

Once an assessment has been Locked (Exported), only a System Administrator has access to it. Listed
below are the three supported types of corrections:

Assessment was Submitted to the State and was Rejected. By selecting this option, the assessment
lock dates are cleared and the user is taken directly into data entry for that assessment. After the
necessary corrections are made, the assessment can be completed, locked, exported, and re-submitted
to the State.

Assessment was Submitted to the State and was Accepted. Correction to Non-Key Fields Only is
Necessary. To correct an assessment with non-key field errors in the assessment, a copy of the
assessment is made and the correction number is incremented by one. After the corrections are made,
the assessment can be exported.

Assessment was Submitted to the State and was Accepted. Inactivation of the assessment is
necessary. By selecting this option, a copy of the assessment record is created. The user is taken
directly into data entry for that assessment, however the entire assessment is view-only. After viewing
the assessment, the user can exit the assessment. The correction number on the HAVEN Management
screen and the assessment status will be "Locked (Export Ready)".

NOTE:
After exporting an inactivation record, a new assessment containing the data from the inactivated
assessment can be created. Select the inactivation record from the HAVEN Management screen
and click on the <CORRECT ASSESSMENT> button. The HAVEN Data Entry System popup box
will appear. Click on the <OK> button to create the assessment pre-populated with the data from the
inactivation record. The correction number for this assessment will be 00.

If corrections are done for a submitted assessment from a prior version of HAVEN, the prior version will be
used for an error check.

For further information on OASIS correction procedures, see the OASIS Data Submission Specifications link
available from CMS at http://www.cms.hhs.gov/oasis.
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Delete an Assessment

Only a System Administrator may delete an assessment. To delete an assessment, select the assessment
and click on the <DELETE ASSMT> button. The user will receive two messages asking for verification
before the assessment will be deleted from the database. Note that when an assessment is deleted from the
database, it cannot be recovered.

NOTE:
Because of the sequencing requirements, assessments may be deleted from the top down only.
Start with number one in the Select/Add an Assessment for Patient text box and delete the
necessary assessment records. As records are deleted, the assessments are automatically
renumbered. If strong enforcement is disabled, this restriction does not apply and the user may
delete any assessment.

Print an Assessment

The currently selected assessment can be printed by selecting the <PRINT ASSMT> button. When
selected, the user can choose to display all the sections or a subset of the OASIS data entry sections. The
<CANCEL> button can be selected to stop the print process. When the assessment report is completed it
will appear in the Report View window. From the window the user has the option to print the report as well
as saving it in .PDF (Adobe Acrobat), .RTF (Rich Text Format), or .TXT (Text) format.
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LaztMame: DANIE
Start ofcare: 1000202002 Completed:
HIFFS Yalue: Wersion:

First Mame: MILES SEN:
Feazon: 1 -Stad of care - further stz planned

Start of Care
154759712

Tracking Form

(MO0 27 Agency Medicaid Provider Mumber;

(M001 47 Branch State (if applicable):

(MO01 67 Branch ID(if applicakble):

(00207 Patient 1D Mumber:

State Provided Patient 1D (it applicable

(h00307) Start of Care Date:

(MO0352) Rezumption of Care Date:
[#Ira - Mot Applicable

(00407 Patient First Mame:

(W0040) Patient Middle Initial:

(MWO0407% Patient Last Mame:

(W0040) Patient Suffix

(M00S0) Patient State of Residence:

(MWOOG0) Patient Zip Code:

[ IM&, - Mo Medicare
(MO0E4) Social Security Mumker:
[ JUK - Unknown or Mot esitable
(MO0ES] Medicaid Mumber:
[IMA - Mo Medicaid
(MOOEE) Birth Dater
(MO0ET) Gender.
11 -Male
|:|2 -Female
(MO072Y Primary Referring Physician D
[ JUK - Unknown or Mot esitable

(MO0 07 Agency Medicare Pravider Mumber:

(MO0E3) Medicare Mumber: (including suffix)

= 1000272002

= MILES
= DAYS
= WA,

= 22201
=6

=124739712

= 1305M 330

View Only

If the View Only option is checked, the user is allowed to view an assessment in read-only mode. This
option is useful for reviewing the data entered and ensuring that no data are accidentally edited.

EXIT

The user may exit the HAVEN software by clicking on the <EXIT> button or by selecting the FILE menu item

and clicking on the EXxit option.
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HAVEN DATA ENTRY WINDOW

B HAVEMN Dvata Enty - 0ASIS 1_30 Specilication - 0. Starit of care, mthes visits planned

| Fie HIFFS Opfiors Edi Help
[} m Lk Pstient: DAWIS. MILES [35H 15478371 2|

Wi 5O

W 78 WO

T e [T Pk HOE [MIEFT Fa s Sk [KLEEA | e |WOCF 2] Primany Aeleding P hygsician
vague | Tlshis Flzichet Mt R
I - | I |
m - e MO0} Skapt of Core Dlate [MDXEG| Faimm Tp Code: e |00 2 Lk
-. far Bl ||'[|,J'[|I:_|,'m | T2 | I I e ™ UK, - Ui ncwr o Mol et
1001 Fasmpionet Cae (MOOET Sedicas Nk [DCEE] Balh Diste: [MDCEN| Disciplina o Parson
I gy Mailxmil [ g sl EAE 55 Conmpleling fesssssmen
e | ) L | [ '1:FM
A —_—. ™ z.F1
(o [ a— FI I GAre [~ 2. ELRAT
0014) Brand Stabe [§ el el il s r s.or
m:ppi:aigthm I S S = L &b it aey | e e
|HOCE M) Dty Azzezzmmen] Conplebad
| WO Fatizrt Lt Hiame MIEA| Sinal Sy Himds e |
T — m i
i1 — oA
[MONTE] Branch 1D | |: Il
mfht ST Parier i Fire T e Srency Docunet D | apphcshie]:
M r AT e ‘ |g
.I:.l e {00 [ Xleatly
- Ptk Paimrt B
_g Hidd= i ks

The Data Entry screen typically consists of the following components:
Title Bar. Displays the HAVEN Data Entry function and the assessment type.

Menu Bar. Displays the list of functions that can be performed on the Data Entry window. Each of
these functions contains additional options that can be displayed by using the mouse.

Data Entry Button Bar. Provides the various Data Entry functions. Currently, three functions are
available: Stop Data Entry, Pause Data Entry (pause abstraction time for data entry), and Enter Notes
(for an assessment).

Data Entry Top. Displays the Last Name, First Name, Middle Initial, and Social Security Number (SSN)
of the selected patient at the top of the Data Entry window.

Tabs/Subtabs. Displays the names of the selected screens. Each tab can have up to five subtabs
associated with it. When a tab or subtab is selected, the Data Entry window of the selected screen or
subscreen will open in the space below it. Users can switch between tabs and subtabs by using the
<PAGE UP> and <PAGE DOWN> keys.

HAVEN Reference Manual: December 1, 2002 HAVEN Data Entry ¢ 39



Data Entry Window. Contains variables that belong to the selected screen or subscreen. On this
screen, data entry can be performed for each variable.

ENTER DATA FOR A VARIABLE

Perform data entry after selecting a Patient record and an Assessment form. (See previous sections:
Select/Add a Patient and Select/Add/Edit/Correct/Delete an Assessment.) Data entry can be exited at any
time by clicking on the FILE menu item and selecting the Stop Data Entry (Validate and Exit Assessment)
option.

The most efficient way to move around the data entry system is to use the mouse. Since Microsoft has
restrictions pertaining to variables with radio buttons, the mouse must be used to move between variables of
this type (Option (Pick One)). However, tabbing is also available to move around in the data entry system
from the PREFERENCES menu by choosing check boxes instead of radio buttons for variable type Option
(Pick One).

NOTE:
The PREFERENCES menu is only available to users with System Administrator rights. This option
can be requested from the System Administrator.

To begin data entry, point to the preferred tab or subtab and click on it to open that screen. Follow the
descriptions below to enter data for the various variable types.

Option (Pick One)

[MO325] Does the care plan of the
bedicare payment peniod for which this
azzezsment will define a caze mix group
indicate a need for therapy [phizical,

ocoupational or zpeech therapy] that
meets the threzhold for 2 Medicare [k 0030 Dizcipline of Perzon
high-therapy case mix group? Completing Azzessment;
[T 00-Ho [ 1-BN
™ 01 -Yes [ 2-PT
[T W& - Mot applicable [T 3-5LPAST
[ 4-01

The variable type Option (Pick One) includes the items from which only one item can be chosen. Choose
an item by selecting the radio button or check box (if the Check Boxes option has been selected from the
PREFERENCES menu) next to the item. Radio buttons can be cleared by clicking on the <RIGHT MOUSE>
button and selecting the Clear Variable option.
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Option (Pick One or More)

(MO 50] Current Payment Sowrces for Home Care:
[Mark all that applhy.]

[T 0-Mone, no charge for current services

- Medicare [tfraditional fee-for-zervice]

- Medicare [HMO /managed care)

- Medicaid [fraditional fee-for-service]

- Medicaid [HMO/managed care)

-whorkers' compensation

- Title programsz [e.qg.. Title I, %, or 2]

- Other government [e.0.. CHAMPUS, WA, et ]
- Private inzurance

- Private HMO /managed care

1 - Self-pay

11 - Other

LE. - Unknown

1
2
3
4
b
B
7
a
9
1

I [ O ([ [ [ (o |

The variable type Option (Pick One or More) includes options from which one or more items can be
chosen. Choose the item(s) by marking the check box next to the desired item. Note that, normally, the last,
item on the list (usually None of the Above) clears all the other items.

NOTE:
Check boxes have two possible states: checked and unchecked. Checked indicates that the option
is true. Unchecked indicates that the option is false or not applicable.

Date

[+0090] Drate Azsezsment Completed:

The variable type Date accepts data entered in the date format that has been specified in the design (the
default format for date is MM/DD/YYYY). If a complete date is not available for [M0066] Birth Date, the user
can enter a partial date in the form of " / /YYYY" or "MM/ /YYYY".

NOTE:
If a complete or partial date is not available for variable [M0066] Birth Date, the user can enter
<SHIFT> + ? as the UTD (unable to determine) option. A dash will be displayed. This function is
available only for the [M0066] Birth Date variable.

HAVEN Reference Manual: December 1, 2002 HAVEN Data Entry 41



String

[MO0F 2] Frimary Refering Physician
|D:

The variable type String accepts text entered in any alphanumeric combination.

length by variable type.

The string is limited in

ICD-9
[0230] a. Primarny < e
Diagnosis: [CD Code I_E‘"‘E'.'r' ating
V1
ICCA D r >
3
| [701.8) SKIN HYPERT ||| = &

The ICD-9 variable type allows the user to either type the code directly into the ICD-9 variable box or click on
the ICD-9 Dx button, which displays an ICD-9 Diagnosis Codes window. In this window, the user can search
for a code by typing a code into the Search on Code text box (the codes will be displayed automatically) or
by typing a description into the Search by Description text box. As entries are made into either search box,
the list of ICD-9 codes/description matching the pattern entered will appear in the list below. To select an
ICD-9 the user should check (highlight) the code of interest and select the <OK> button.

ICD9 Diagnosis Codes

Search on Code Search on Description
{701 |
F01. OTH SKIN HYPERTRO/ATROPH® &

701.0 CIRCUMSCRIBE SCLERODERMA
701.1  KERATODERMA, ACQUIRED

701.2  ACO ACANTHOSIS NIGRICANS

701.3  STRIAE ATROPHICAE

701.4 KELOID SCAR

701.5  ABNORMAL GRANULATION NEC
701.9  SKIN HYPERTRO/ATROPH NOS

702.  OTHER DERMATOSES*

702.0  ACTINIC KERATOSIS

7021  SEBORRHEIC KERATOSIS-

70211 INFLAMED SBRHEIC KERATOS
702.19 OTHER SBORHEIC KERATOSIS

702.8 OTHER SPECF DERMATOSES |

0k | Cancel
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SPECIAL FEATURES (HAVEN DATA ENTRY SCREEN)

Note Box

To enter a general note about a variable during data entry, select the <ENTER NOTE> button. The
displayed popup box allows the user to enter a note containing up to 32,000 alphanumeric characters. Since
all of the notes for a given assessment are stored in one file, copying the Variable Screen Title (e.g., [M0072]
Primary Referring Physician ID) before writing a note provides a good reference point to the variable. To
paste the screen title of the current variable into the note, select the <COPY> button. Click on the <CLOSE>
button to save the notes and return to the Data Entry window.

Pause Button

When the user selects the <PAUSE DATA ENTRY > button, the internal HAVEN clock that keeps track of the
amount of time spent on an assessment is stopped. This feature is useful for agencies that want to keep
track of abstraction time for performance reasons but do not want the breaks in data entry to be counted.

NOTE:
When in View Only mode, abstraction time does not accumulate.

Clear Value on a Variable Radio Button

To clear variables with radio buttons, click on the <RIGHT MOUSE> button and select the Clear Variable
option.

View Help

To display the Help available for each variable, click on the <RIGHT MOUSE> button and select the View
Help option. For variables that do not have any other associated options (e.g., the Clear Variable option),
the help will be displayed immediately.

Print Screen

Selecting the Print Screen option from the FILE menu item allows the user to print the current screen. If the
screen does not print properly (possibly due to the default printer settings), another process, screen
capturing, is available.

There are several steps to follow when capturing a screen in design or data entry for printing. To copy a
screen, press on the <PRINT SCRN> button or press on the <ALT> + <PRINT SCRN> buttons to capture
only the active window. After opening a word processing package such as Word or a graphics package such
as Paint, paste the screen into the document by pressing on the <CTRL> + <V> buttons. The screen can
also be copied into a document by using the paste function available in the application being used.
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ICD-9 Lookup

During data entry, an on-line resource for viewing the ICD-9 diagnosis codes (and descriptions) is available.
Selecting the ICD-9 Lookup option fom the OPTIONS menu item provides the user with the HAVEN ICD-9
Code Lookup screen. The user can search for a code by typing a code into the Search by Code text box
(the codes will be displayed automatically) or by typing a description into the Search by Description text box
and then clicking on the <GO> button. Click on the <CLOSE> button to return to data entry.

Edit Agency Data

During data entry, the user has access to the HAVEN Agency Information screen from the EDIT menu
items. This feature allows the user to edit the Agency Information for an assessment. For example, if
incorrect information is added during the setup process for the agency, the user can edit this information
during the data entry process. Note that changes to the Branch State (M0014) and Branch ID (M0016) will
not be reflected in the current assessment. However, these variables are enabled in data entry and can be
changed using that method.

Edit Patient Data

During data entry, the user has access to the HAVEN Patient Information screen from the EDIT menu
items. This feature allows the user to edit the Patient Information for an assessment. For example, if
incorrect information is added during the setup process for the Patient database, the user can edit this
information during the data entry process.

After saving the edited information, HAVEN will ask the user whether all unexported assessments (except for
non-key field correction assessments) should be updated. It is recommended that this process be completed
to maintain consistent patient information across assessments in export files. The user may choose not to
update any unexported assessments (except for non-key field correction assessments) and HAVEN will still
update the current assessment.

NOTE:
This menu item is rot available during data entry for non-key field correction assessments, since
changes to patient information would result in non-key changes.

NOTE:
When editing the HAVEN Patient Information screen during data entry, only the Patient Information
portion of the screen will be visible. The user cannot search for or select another patient.

CALCULATE/VIEW HIPPS (IF APPLICABLE)

HAVEN Reference Manual: December 1, 2002 HAVEN Data Entry 44



VYiew HIPPS

HIPFS “alue:  |HEELT Werzion m.o3

: AN T 2
Claim K.ey: I 2007 021301

HIPPS calculations are automatically performed for an assessment when the data entry for the assessment
has been completed and its status is made "Locked (Export Ready)". HIPPS can be calculated for
assessments with RFAs 1-5. The HIPPS can be recalculated at any time during data entry. Click on the
HIPPS menu item in data entry to recalculate the HIPPS. The View HIPPS screen will be displayed. Note,
however, that the HIPPS values are not saved until the assessment is locked.

HIPPS can also be viewed from the HAVEN Management Screen using the <HIPPS> button. If the
assessment status is "Locked (Exported)", the HPPS have already been calculated and will merely be
displayed in the View HIPPS screen; otherwise, the HIPPS will be recalculated and then displayed.

ASSESSMENT VALIDATION AFTER EXIT

When the user attempts to exit data entry, the system will check all o the rules in place. All rules must be
satisfied before an assessment can be marked as complete. One such rule is the mandatory rule. All
mandatory variables must have valid data values. If a mandatory variable is left blank (data not entered), the
user will be warned that the variable is mandatory (e.g., ERROR: Is Blank But Should Not Be:
(MOO30_START_ CARE_DT. Start of Care Date)). The user will not be able to mark an assessment as
complete until all mandatory variables have been entered.

NOTE:
For easy access, variable validation messages also contain the name of the screen on which a
variable is located.
In addition, any assessment validation warnings will be displayed. Since these warnings are not
errors (and are merely for informational purposes), they do not have to be resolved before an
assessment can be marked as complete.

NOTE:

Messages marked as "FATAL" are errors not addressable by data entry personnel. These errors
should be referred to the System Administrator.
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Aszzeszment Yalidation Warnings |

Fatient: DAMIS, MILES [S5H 154789712) -
Azzeszment Type: 07, Start of care, further visitz planned

ERAROA: The walue should not be blank.

QUESTION: [MO030) Start of Care Date:;

TAB MAME: Agency (D, MOOT0-M0290

SUBTAE MaME: Agency 1D, MOOT0-MO030

ERROR: The value should not be blank.
QUESTIOM: [M0O072) Primary Befering Physician 1D
TAB MAME: Agency (D, MOOT0-MO290

SUBTAB MAKME: Agency 1D, MODT0-k 0050

ERROR: The walue should not be blank.

QUESTION: [M0O020) Dizcipline of Perzon Completing Aszessment:
TAR NAME: Agency (D, MOO0T0-k0290

SIUBTAE MaME: Agency 1D, MOOT0-MO030

ERROR: The value should nat be blank.
QUESTIOM: [M0O090) D ate Azzezzment Completed: ;i

Frint W arnings Confinue Heturn to Data Entry |

Three options are available on the Assessment Validation Warnings screen.

Clicking on the <PRINT

WARNINGS> button will print the first 30 errors/warnings listed on the screen. Selecting the <CONTINUE>
button will take the user to the Assessment Status screen where the assessment can be exited by marking
it complete or in use. Choosing the <RETURN TO DATA ENTRY> button will allow the user to continue the

data entry process.

ASSESSMENT STATUS WINDOW

On the Assessment Status screen, the status of an assessment must be marked before the assessment

can be exited.
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Listed below are the various options available when exiting the Assessment Status screen:
Assessment in Active Use—An assessment has been edited
Completed Data Entry—Data entry has been completed for an assessment
New—A newly created assessment
Locked (Exported)—An exported assessment
Locked (Export Ready)—An assessment with a status of closed (data entry completed)

At a minimum, the user will be required to mark the assessment as "Assessment in Active Use" or
"Completed Data Entry". These are the default options on the Assessment Status screen.

In addition, the other options available on the Assessment Status screen (New, Locked (Exported), and
Locked (Export Ready)) will automatically be selected depending on the type and status of the Assessment.

To mark the status, select the best choice and press the <EXIT ASSESSMENT> button.

NOTE:
Once an assessment has been marked "Locked (Exported)”, only users with System Administrator rights can
reopen it if a correction needs to be made.
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OASIS PATIENT TRACKING DATA

As of OASIS Version 1.30 (Reduced Burden), a new patient tracking form can be used for each assessment.
The intention of the tracking form is to keep track of key information that does not change frequently between
assessments, such as patient race. Many of these patient items were already being tracked across
assessments by HAVEN. However the following items have been added in HAVEN Version 6.0 and are now
tracked:

MO0O030 (Start of Care Date)

M0032 (Resumption of Care Date or Not Applicable)

MO0072 (Primary Referring Physician ID or Unknown or Not Available)
M0140 (Race/Ethnicity)

MO0150 (Current Payment sources)

These variables are now tracked for each patient with the most recent value being tracked. For example, if
the user updates M0140 on the current assessment, it will become the default M0140 tracked for the patient
(if the user chooses). The one exception is M0150; if this variable is changed, HAVEN asks the user if the
patient database should be updated. It is expected that M0150 values can change within an episode of care.

To ensure that data can be entered out of sequence, the user is given the option on exiting data entry to not
update the patient tracked variable. This exit is performed with warning messages. Under normal data entry
circumstances, the warning messages will not appear.

If you install version 6.0 as an enhancement to an earlier HAVEN version, the new tracking items will be
embedded in each assessment but will not yet be tracked for the patient. Each time an assessment is
opened for an existing patient, the tracking variables will be copied into the patient database where the items
are blank at the patient level.

If the most current tracked item value is already saved, the user will be warned for confirmation purposes
only when the user changes it.

Finally, the tracked variables are copied into each assessment (as applicable) as the assessment is created.

The process is designed to make it easier to track variables across assessments and only require a change
when necessary.
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HAVEN DATA EXPORT

CREATE DIRECTORIES/FOLDERS FOR EXPORT

It is strongly recommended that a separate directory from the installation directory be created for export files.
The following instructions will enable a user to create a new directory/folder using Windows Explorer. To
access Windows Explorer, click on the <START> button in the lower left corner of the screen, select the
Programs option, and then select the Windows Explorer option.

After selecting the Windows Explorer option, the following screen will appear.
BN Exploring - A\

File Edit “iew Toolz Help

I:.—-E 32 Floppy [#:] __:I El I CH:-I’E] i‘ XII ||l

|.-'1'-.II Falders i Contents of A4
I ame I Size! Type I hd odified

=2 Projl on 'Fu_fs' [G:]

52 Smith on 'Fu_fs\Data\Home' (H:]
=2 Apps on 'Fu_fs' [0

=2 Share on Fu_fs\Data' (5]
=2 windows on 'Fu_fz\Apps' fwh]
=2 Public on 'Fu_fshSye' [+
=2 Uil on 'Fu_fshpps' 1)

F- 52 Spzon Fu_fs' [£)

o[58 Contral Panel

(] Printers

~{=] Scheduled Tasks

Eg Web Folders

s Metwork Heighbarhiood

----- & Recycle Bin

59 My Briefcase

N ][ I 2

0 object(s) 0 bytes (Disk free space: 1.38MB) i

I+l I_:1

To add a new directory/folder to an available drive such as C:, click once on (C:) in the left window. Next,
click on the FILE menu, select the New option, and then select the Folder option. After selecting the Folder
option, a highlighted NEW FOLDER will be displayed at the bottom of the Name list in the right window.

With the NEW FOLDER highlighted, left mouse click inside the highlighted frame. From here, type in a name
for the directory/folder. Whatever is typed within the frame replaces the words "New Folder". After typing a
name, press the <ENTER> key on the keyboard or left mouse click anywhere outside of the frame.
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To add a subdirectory/folder to an existing directory/folder (e.g., add a subdirectory named Export to
HAVEN), click on (C:) in the left window and select the newly created folder (i.e., HAVEN) displayed under
the Name list in the right window. Next, click on the new folder (NOTE: The right side of the screen should
go blank.) and repeat the instructions for adding a directory/folder.

Exit Windows Explorer by clicking on the "X" in the upper right corner of the screen or select the Close option
from the FILE menu.

EXPORT/LOCK ELECTRONIC FORMS

To initiate the Export function, select either the Export option from the OPTIONS menu item or the
<EXPORT> button on the HAVEN Management Screen.

3 HAVEHN Ezport
— Export Details —
o Mew Export [Aesessments Marked as Locked [Export Beady]) {{i ?rnu:tlgctEnISgbmissinn
-~ : ezt Submizzian
) Previous Export [Aezessments Marked as Locked [Export Beady] or Locked(E #ported]] o ealiee
Expart Path and File Mame [incliding extenzion] _ Expart Dezcription [optional]
| il Il
Previous Expaorts
Select Azzezzments to be Included in Export
| Patient | RFA [Conr | Ef. Date | HIPPS | ClaimKey |  Status =+
O Celectal Clear Al Frint Azzezzment List
E spart Cloze

The HAVEN Export function enables data for "Export Ready" assessments to be output from the HAVEN
database into the Data Record Layout format (i.e., 1,448-byte string), suitable for submission to the State.
Note that each data field in each exported assessment has been error-checked in accordance with the rules
specified in the HAVEN Data Record Layout.

Identifying information is masked for private pay assessments using the SHA-1 hashing algorithm. The fields
with identifying information include: the patient's first and last names, patient ID, Social Security Number, and
Medicaid and Medicare numbers. Identifying information is masked at export time and written to the export
file. During the export process, embedded and trailing blanks are masked. An embedded blank is the space
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between two words or two characters. A trailing blank is the space at the end of a word or a string of
numeric characters.

For example, the default number of characters allowed in the first name field is 12. If a patient's first name is
less than 12 characters long, the system will include embedded and trailing blanks during export to meet the
default requirement of 12 characters. For instance, the name Mary Beth has nine characters, including one
embedded blank. During export, the entire string of nine characters plus three trailing blanks after Beth, for a
total of 12 characters, will be masked.

NOTE:
For 1.04 assessment specifications:

The rules for determining private pay status are as follows. If the Reason for Assessment is 01, 02,
03, 04, 05, or 09 the private pay status will be determined by looking at M0150 field. If one of the
following options: 1 - Medicare (traditional fee-for-service), 2 - Medicare (HMO/managed care), 3 -
Medicaid (traditional fee-for-service), or 4 - Medicaid (HMO/managed care) is selected for the M0150
field, then the assessment is considered not private pay and will not be masked during export. If
none of the options 1-4 are selected, then the assessment is considered private pay and will be
masked during export.

The M0150 field is not included in Reason for Assessments 06, 07, 08, or 10. If the user selects either 06,
07, 08, or 10 as the Reason for Assessment, the private pay status is based on the last assessment with a
completed M0150 field. If no previous assessment with a completed M0150 field exists, the system default
is to not mask the patient's information. If either 06, 07, 08, or 10 are selected as the Reason for
Assessment, the user has the option to override the masking decision after the private pay status has been
determined.

Following is a description of the Export function.

Select the type of submission—New Export or Previous Export. Resubmissions are described in the
next section.

Enter a description of the file into the Export Description text box. (Optional—if left blank, the number of
assessments exported will automatically be stored in the description).

Enter the path/file name into the Export Path and File Name (including extension) text box. Either type
the information in the text box or click on the <FILE FOLDER> icon and select a path and enter a file
name. The data will be saved in text file format. The user may want the file name to correspond to the
description used in the Export Description text box.

The assessments will be displayed in the Select Assessments to be Included in Export text box. To
select one assessment to export, highlight the desired assessment. To select more than one
assessment to export, use the <SHIFT> or <CTRL> keys. To include all of the displayed assessments
for export, click on the <SELECT ALL> radio button. To cancel the current selections, click the <CLEAR
ALL> radio button.

EXAMPLE:
For easy reference, the user may wish to create a directory called EXPORT with subdirectories for
the year/month. This structure will help to organize the export files for submission to the State. The
saved file names could reference the weeks of the month (e.q.,
CAEXPORM1998\AUGUST\WWEEKZ1.TXT). It is important to remember to include the file extension
.TXT. Review the "Create a Directory/Folder" section below for complete instructions on creating a
directory/folder.
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Select the type of submission—Production, Test, or Local Use. An assessment receives the status
"Locked (Exported)" once it has been exported. The export header record contains a field called the
Test/Production Indicator that identifies the type of submission.

NOTE:
On export, if either production or test submission is selected, any private pay assessments will be
masked and the M0160 field will be blanked out in the export file. If local use is selected, no
masking is done and the M0160 field is not blanked out. The submission type Local Use should be
used whenever transmission within an agency is required.

Click on the <EXPORT> button to complete the export process. A message will be displayed stating that
the export is complete and the file is ready to submit to the State. Click on the <OK> button to close the
message box. After the export has been completed, the current date, file and path name, and the
description of the exported file will be displayed in the Previous Exports text box. Click on the <CLOSE>
button to exit the Export function and return to the HAVEN Management window.

RE-EXPORT LOCKED ELECTRONIC FORMS

It is also possible to re-submit previously exported (i.e., locked) assessments should an error be detected by
the State System. The user selects the Resubmission radio button and is presented with a list of previous
submissions in the Previous Exports list box. After selecting a previous submission, the user may then
generate a new export file that contains data for each of the assessments displayed in the Select
Assessments to be Included in Export list box.
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HAVEN DATA IMPORT

PERFORM ERROR CHECK ON AN IMPORT FILE

The System Administrator has the capability to import files. Import files must utilize the same format as
export files (i.e., they must contain a header record, assessments in the 1,448-byte string format specified in
the HAVEN Data Record Layout, and a trailer record). In addition, only files created with the export
submission type of Local Use may be imported. These files contain a value of '2' for the test and production
indicator at position 574 in the header record. On the HAVEN Management Screen, the user may click on
the <IMPORT> button or select the Import function from the OPTIONS menu item.

=3 HAVEN Import
Import File Path/Hame [1448-byte ASCIH text format only)
I =l

[~ Do not give warning message when new patient iz added during impart

[T Do not give warning message before updating patient information during impart
[T Donot display patient match information during irmpaort

[T Exclude MOTBD from emar check

Error Check File Irnport Cloze

After selecting the Import function, the HAVEN Import popup box will be displayed. The user must enter a
file path/name for the file to be imported. The user may check the file for errors by clicking on the <ERROR
CHECK FILE> button. Each record in the import file is processed in accordance with the rules specified in
the HAVEN Data Record Layout.

When the error checking is complete, a message box will popup giving counts of the records checked and
errors found.

Any errors or warning messages will be displayed in the Report View window. From here, the errors can be
printed or saved in .PDF (Adobe Acrobat), .RTF (Rich Text Format), or .TXT (Text) format.
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HAYEHN Import Error/Warning Meszages !

FATAL: Recaord #1 iz not 1448 in length and will be ignored. Length of record 1z 53, ﬁ

FaATAL: Record #2 iz not 1448 in length and will be ignored. Lenagth of recaord iz 21.
FaTAL: Record #3 iz not 1448 in length and will be ighored.  Lenath of recaord iz 2.
FATAL: Record #4 iz nat 1448 in length and will be ignared. Lenath of recard iz 14.
FATAL: Record #5 iz not 1448 in length and will be ignored.  Length of record iz 26.
FaATAL: Record #6 i not 1448 in length and will be ignored. Lenagth of recaord iz 19.
FaTAL: Record #7 iz not 1448 in lenagth and will be ighored.  Lenath of recaord i 2.
FATAL: Record #8 iz nat 1448 in length and will be ignared.  Lenath of recard iz 71.
FATAL: Record #9 iz not 1448 in length and will be ignored. Length of record iz 48.
FaTAL: Record #10 iz not 1443 in length and will be ignored. Length of record iz B4.
FaTal: Record #171 iz not 1443 in length and will be ignored. Length of record iz B4.

FATAL: Record #12 iz nat 1443 in length and will be ignored. Length of recaord iz B2 :J

Frink Cloze |

IMPORT HAVEN DATA

The user may proceed with the import by clicking on the <IMPORT> button. This action will process all
records in the designated import file. After the import has been completed, a message box will appear
stating that the import is complete and displaying the number of assessments that were imported.

If any errors or warning messages were associated with the import file, the errors will displayed in the Report
View window. From here the errors can be printed or saved in .PDF (Adobe Acrobat), .RTF (Rich Text
Format), or .TXT (Text) format.

Agency Data

The Agency information in the header record is compared with the existing information in the agency
database. If the information does not match, the user is given the option to abort the import. This action is
useful if a wrong file is being imported. It is recommended that assessments from different agencies not be
mixed together to maintain the integrity of the export files.

If the user continues with the import, he/she will be given the option to update the agency database. If
changes are made to awy of the three agency fields (i.e., Agency State Assigned Unique ID, Agency
Medicare Provider Number [M0010]; and Agency Medicaid Provider Number [M0012]) copied from the
agency database into the assessment records, HAVEN will ask the user whether all unexported
assessments should be updated. It is recommended that this update be completed to maintain the integrity
of the export files.

If an imported assessment contains new or updated agency or patient information, but not all of the
mandatory agency or patient fields are completed, then the assessment will not be imported. The user will
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be notified that the agency or patient information was not added or modified and the assessment was not
accepted. New or updated information also will be rejected if it does not satisfy the consistency rules.

Patient Data

The Patient information for each assessment in the import file is matched against the data in the existing
patient database. The software compares the following fields:

First Name, Last Name, Date of Birth, Gender

Social Security Number

Medicare Number

Medicaid Number

Patient ID Number

State Provided Patient ID
If a match is not found, a new entry will be added to the patient database. For each assessment HAVEN
displays how the patient was matched. The user can override this by checking the box "Do not display
patient match information during import".
By default, a message will be displayed when a new patient is added; however, the user can override this
feature by checking the box labeled "Do not give warning message when new patient is added during
import". This override is useful when importing assessments for a large number of patients who do not have
previous patient database information in HAVEN.
The patient information in the imported file is compared with the existing information in the patient database.
If the information does not match, by default, the user is given the option to update the patient information in
the patient database and the unexported assessments. However, the user can override this feature by
checking the box labeled "Do not give warning message before updating patient information during import".
This override is useful when importing a large number of assessments that have non-static patient
information.

Assessment Data

Imported assessments may have a status of either "In Use" or "Locked (Export Ready)".

For an imported assessment to be "Locked (Export Ready)", the assessment must pass all error checking. If
the Lock Date is missing or invalid, the system will assign a Lock Date of the current date.

All other assessments will be assigned the "In Use" status.

Duplicate assessments are identified during the import process and are not added to the HAVEN database.
The following fields are used to identify duplicate assessments:

Agency State Assigned Unique ID
Patient Information
MO0100_ASSMT_REASON

M0030_START_CARE_DT
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Effective Date
Correction Number

Assessment sequencing rules are enforced in two areas of the software: 1) adding assessments and 2)
importing assessments. Strong enforcement prohibits the import of assessments in an order that violates the
sequencing rules. If strong enforcement is disabled, then an assessment can be imported in an order that
violates the sequencing rules.

If an ASCII file is created in a software package other than HAVEN, some variables, which should be empty,
may contain data and therefore the assessment cannot be completed. However, when a user tries to access
one of these variables inside HAVEN to clear its value, the variable cannot be cleared, because it is
disabled. The Fix Inactive Fields feature discussed in the HAVEN Data Entry section can be used to clear
these values.
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REPORTS

SELECT A REPORT TO VIEW/PRINT

HAVEN provides the user with the following report options:
A report to view the data entry for one or more assessments
A report to view all assessments with a status of "In Use"

A report to view masked values in Hex format for fields subject to protection

g3 HAVEN Reports

k

Sel report

ment Data Entry Heport
All Azzezsments In ze
bl azked Yalues in Hex Format

[iata entry report for guality control/review

ok Cancel

When the View/Print Reports function is selected, the user will be presented with a HAVEN Reports
window where the report of interest can be selected.

After selecting the report, click on the <OK> button to begin generating the report or, if applicable, go to the
report specific selection criteria associated with the selected report.

ASSESSMENT DATA ENTRY REPORT

For quality control/review purposes, this report displays the data that have been entered for an
assessment(s).
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To report on an assessment(s), the user can:
Search for an assessment by Patient, Locked (Export Ready), In Use, or Locked (Exported).

Patient. Follow the instructions discussed in the HAVEN Data Entry section under Select/Add a
Patient.

Locked (Export Ready). A list of assessments coded "Locked (Export Ready)" will be displayed in
the Select Assessment(s) to Report list box from which the user can choose.

In Use. A list of assessments coded "In Use" will be displayed in the Select Assessment(s) to
Report list box from which the user can choose.

Locked (Exported). A list of assessments coded "Locked (Exported)” will be displayed in the Select
Assessment(s) to Report list box from which the user can choose.

After making a selection, click on the <OK> button to produce the report(s) or the <CANCEL> button to
return to the HAVEN Reports screen. To exit Reports, click on the <CANCEL> button.

NOTE:
A report(s) can take some time to produce depending on the size of the database. Also, if a large
number of assessments exist in the system, it is not advisable to select all of the assessments at
once because of the amount of time it takes to produce the reports.

When the report has been produced, it will be displayed in the Report View window. From there, the report
can be printed or saved in .PDF (Adobe Acrobat), .RTF (Rich Text Format), or .TXT (Text) format.
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ALL ASSESSMENTS IN USE

This report lists all assessments with an "In Use" status.

. Heport Yiew Window
File

I |g. g,l”'l | 4 Hacl = Fonvard

asis Report

HAWEM Diata Entry System

Al Azzessments 'InUsze' Report
hlodule:  HHA,

Date: September 05, 2002
Requested by: HAWER

Patient 1D &5

Lazt Mame IR L
First Mame CMILE=
Medicare Mum B

SEN 1154789712
Medicaid Mum i

Reazon for &ssessment 1 - Start of care - further visits planned
Effective Date
Last User © HAYWER

Included in the report for each assessment is the Patient ID, first and last name, Medicare, Medicaid, and
Social Security Numbers, Reason for Assessment, effective date, and the last user to access the
assessment.

From the Report View window, the user can print or save the report in .PDF (Adobe Acrobat), .RTF (Rich
Text Format), or .TXT (Text) format.

MASKED VALUES IN HEX FORMAT

When an assessment is masked, the masked values are written to a separate table. This report lists the
masked values in hex format along with the original unmasked values. Assessments only contain masked
values after they have been exported.
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. Report Yiew Window

Crasis Report
HAWEM Data Ertry System

Maszked ‘Yalues Report
hodule: HHA,
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Fequested by: HAVEN
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G

55N : 3029304281 6CAED4ET
124739712

Medicaid Mum :1E373148311307ESCE1653CE3FE1
Fi

MOTE: If patient information was changed after export, then values
displayed here will not match changed information.

From the Report View window the user can print or save the report in .PDF (Adobe Acrobat), .RTF (Rich
Text Format), or .TXT (Text) format.

HAVEN Reference Manual: December 1, 2002 Reports ¢ 60



APPENDIX A

REPAIR/COMPACT UTILITY FOR MICROSOFT
ACCESS DATABASE

This utility module is named REPAIR.EXE. Use standard Windows procedures to execute this utility.

0 IMPORTANT: It is strongly recommended that the databases are backed up and
archived before the Repair/Compact utility begins. Not all damaged Access
databases can be repaired and compacted by this or any repair/compact utility.
If a database is badly corrupted, data truncation may occur as the result of a
repair and compact and data loss may result.
0 IMPORTANT: This function only works on a valid Microsoft Access 2.0 or 97
database with an ".MDB" or ".ARK" extension.

&y Repair/Compact Microsoft Access Databaszes

File  Help

File M arme: Directaries:
104dict.madb e 1
Expart. mdb Repair and
F||ES|TI|:":| Enmpact
Hha.mdhb
Hhadict. mdb
|=d3.mdb
Template.mdb B

Dirives:
S ;I
C:hHANWEM

The Microsoft Access Databases Repair Utility is designed to fix a Microsoft Access database that becomes
corrupted. To use the Repair/Compact utility, select the file using the drive, directory, and file list boxes on
the single window that comprises this utility. The name of the file that has been selected appears in the
lower left portion of the window.

The Repair/Compact function of the Repair/Compact utility tries to repair any index corruption attempts to
recover from data loss, and compacts records on the selected database to recover space when records are
deleted. Since the size of the database files does not decrease when records are deleted from the
database, it is recommended that this program function be used when a large number of records have been
deleted from the database.
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im. New Database

Enter new databasze name: I

k. | Carnicel

To begin the compacting process, click on the <REPAIR AND COMPACT> button. The user will be
prompted for a new database name to which the data will be repaired and compacted. Enter the database
name and click on the <OK> button to complete the repair and compact function. If successful, the message
"Repair and compact completed!" is displayed otherwise an error message is displayed.

The amount of time it takes to repair and compact depends on the size of the database and the speed of the
computer. To cancel the Repair/Compact function, click on the <CANCEL> button.

0 IMPORTANT: Do not interrupt the repairing and compacting process. An
interruption may leave the database in an unstable state and could result in data
loss.
After repairing, compacting, and verifying that the records have been repaired
and compacted properly, it is important that the user replace the working
database with the repaired and compacted one since the replacement is not
performed automatically.

To exit the Repair/Compact utility, click on the <EXIT> button.
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GLOSSARY OF TERMS

Data Entry

A MedQuest function that allows users to collect data for the data entry system designed by the
MedQuest Design function by creating the data store file called XXX.MDB where "XXX" represents the
module acronym (e.g., HHA.MDB is the data store file for the data entry module HAVEN).

Data Entry Rule

A rule specified during the design process that is executed during data entry.

Data Entry System

A system designed by MedQuest to collect clinical data for a data analysis project. Each project is called
a Module and is represented by a three-character acronym (e.g., HHA is the Data Entry System for the
OASIS Home Assessment Validation and Entry (HAVEN) System project).

Edit

The process by which data is modified. This term can also be used to reference features performed on
data to ensure the correctness and integrity of the modified data.

Module

See Data Entry System.

Screen

A screen is an area beneath the tab where variables are presented. A tab represents a screen. The
variables on the screen are displayed by selecting a tab. A tab may contain one or more subtabs.
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Subscreen

A subscreen is an area beneath the subtab where variables are presented. A subtab represents a
subscreen. The variables on the subscreen are displayed by selecting a subtab.

Tab/Subtab

A tab/subtab indicates the screen labels (e.g., Tab Discharge is the tab that is used for retrieving the
Discharge screen).

Validation

The process by which the integrity and correctness of data are established. Validation processes can
occur immediately after a data item is collected or after a complete set of data is collected.

Variable

A variable is a data entry field that accepts data according to the specifications and rules indicated by the
designer during the design.

Variable Type

Variable types and attributes determine the type of data the system will accept (e.g., a variable will accept
date format, etc.) during the data entry. The designer defines a variable type for each variable. For
example, if variable Admission Date accepts only data that are in date form, the variable type must be
defined as variable type Date.
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